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6.4 Documentation of Commen ts (continued) 

Reviewers (continued) 
[7] Make comments in a manner that proposes resolution, such as recommending 

specific replacement language. 

[8] Ensure that comment records (such a3RCSs) include the following: 

Signature of the reviewer. 

Identity of the reviewer and the organization. 
Date the comments were made. 

[9] Submit comments to the Review Executor within the required schedule or arrange 
for a modification in this schedule by contacting the Review Executor. 

[ 101 IF all the reviews are completed interactively, 
THEN ensure that at least one reviewer provides an RCS documenting the review. 

[ 111 IF the reviewer has no comments, 
THEN submit an RCS to the Review Executor with the No Comment box checked 
[d] on the form. 

comments. 
[ 121 Submit a written response on an RCS that documents comments or indicates no 

Review Executor 
[ 131 IF a response is received within the required review interval, 

[ 141 IF a response is NOT received within the required internal, 

THEN go to Step 6.4[18]. 

THEN determine if late comments that enhance procedure but are NOT required 
for proper or safe operation can be deferred until the next revision. 

[ 151 IF the late comment is NOT requiredfor proper or safe operation, 
THEN defer until next procedure revision. 

[ 161 IF the late comment is required for proper or safe operation and CANNOT be 
deferred, 
THEN contact the organization's Manager or Director to determine the status of the 
comments. 

[ 171 IF the Manager or Director indicates that more time is required for the review, 
THEN grant any reasonable request for an extension of response time. 



ERM DOCUMENT REVIEW PROCESS 2-E02-ER-ADM-05.05 
REVISION 1 - 
PAGE 25 OF 64 

6 .4  Documentation of Comment6 (continued) 

Review Executor (continued) 
[ 181 IF the Manager or Director indicates that the Reviewer@) have no comment, 

THEN document the response for the Manager or Director on an RCS. 

Documentation includes the printed name ahd signature of the Manager or Director and 
the date and time of the conversation. 

[ 191 Assemble a l l  comments and provide the comments to the Writer and/or the SME for 
disposition. 

SME or Writer 
[20] Resolve comments and consult the reviewer, as necessary, for clarification on the 

intended meaning of comments. 

[21] Document disposition of all comments on the RCS. 

NOTE Resolution, including Reviewer's concurrence, is required on the RCS. The 
only exception to the use of the RCS is when an alternative resolution method 
or process is specified in the resolution or in the document development 
procedure Cfor example, alteration of a specific, directed statement by the 
EPA). If DOE review is required, then this review may occur at any point 
afler completion of the Internal Review process. DOE is responsible for 
obtaining any required agency reviews (such as EPA or CDH). 

[22] Incorporate the comment resolutions into the document a d  return the document to 
the Review Executor. 

[23] Do NOT make changes, other than minor editorial corrections, to the document 
except to incorporate review comment dispositions. 


